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Completing Your FY08 Civil Rights Training 

This Read Me First document will provide all the procedural steps to check your PC and complete your USDA 
Civil Rights FY08 training. 

Step Activity View 

1.  Click the Print icon to print a copy 
of these instructions. 

 

2.  Close the job aid window. 

 

3.  Click Return to Content 
Structure.  

 

4.  The next section becomes 
available to you. Click AgLearn 
System Check Tool. 

Note: The AgLearn System Check 
Tool will test your computer settings to 
ensure they are appropriately set to 
launch the course.  

5.  The system may take a few 
seconds to respond as it completes 
testing. When done, a table 
appears. Each test run is indicated 
in the left column with results 
indicated on the right.  

Important! If any of the tests fail, 
contact your local pc support staff 
to make the required configuration 
changes before proceeding. 

 

6.  Close the System Check tool 
window.  

 

7.  Click the Learning tab.  

 

8.  Click the Launch Content button 
corresponding to your Civil Rights: 
Reasonable Accommodation 
Training 2007 course. 
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9.  In the Online Content Structure 
screen, click the Reasonable 
Accommodation link.  

 

10.  You will be prompted to select an 
answer regarding accessibility. 
Click Yes if you are using a screen 
reader due to visual impairments or 
you use the computer keyboard 
instead of the mouse due to motor 
impairments. Click No if you do not 
require the accessibility features 

Note: The course version you access 
is virtually identical in content to the 
other version, but will differ in 
presentation to provide optimal 
accessibility. 

 

11.  Click the first module to begin the 
course.  

Note: The modules can be completed 
in any order, however all modules 
should be reviewed to record a 
successful completion. 

 

12.  Read each screen, and then click 
the Next arrow to proceed to the 
next page. 

Note: The first topic in Module 1 
explains course navigation. It’s a good 
idea to begin here.  
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13.  Throughout the course, you will 
see Self-Check Questions. Answer 
the question, then click Done to 
receive feedback and continue. 

 

14.  As you complete each module, 
you’ll return to the Main Menu. 
Select another module to continue 
the course. 

 

 

15.  When you complete topic 3 of 
Module 3, you will see a screen 
notifying you that you have 
completed the course. You must, 
however, continue on to the Post 
Assessment to verify you have 
mastered the course. Click the 
Next Arrow to return to the Main 
Menu. 

 

 

16.  Click Post Assessment. 
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17.  The introductory screen identifies 
that you will need a score of 70% 
or better to master the course 
successfully. You can review the 
modules and retake the 
assessment as often as necessary. 
Click Start. 

 

18.  Answer each question, then click 
Done to receive your feedback. 
You must achieve a score of 70% 
or higher to pass the post 
assessment successfully. 

 

19.  If you complete the post 
assessment with a score of 70% or 
higher, you will be presented with a 
screen to print a certificate.  

Important! Please note that while 
we provide instructions here to 
print this certificate, it is NOT the 
official AgLearn certificate. If you 
wish, you can skip to step 21 to 
reach the Main Menu and exit the 
course to print the official 
certificate.  
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20.  Select the printer to receive your 
course certificate and click Print. 

 

21.  Once your certificate has printed, 
click the Main Menu button.  

 

22.  Click Exit. 

  

23.  Click Yes to exit the course. 

 

24.  To print your AgLearn Completion 
Certificate, click the Learning tab, 
and then click Learning History. 

 

25.  Locate your recently completed 
course and click the corresponding 
Print Completion Certificate.  
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26.  Wait a few seconds for your 
certificate to appear, then click the 
Print button to send your certificate 
to the printer.  

 

27.  Select a printer if necessary, then 
click OK to print the certificate. 

 

28.  Close the certificate window.  

Note: At this point, you can logout of 
AgLearn and return another day to 
complete the second course. When 
you return to AgLearn, you can 
continue with the next step. 

 

29.  Click the Learning tab.  

 

30.  Click the Launch Content button 
corresponding to your Civil Rights: 
Recognizing and Preventing 
Reprisal 2007 course. 

 

31.  In the Online Content Structure 
screen, click the Recognizing and 
Preventing Reprisal link. 
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32.  You will be prompted to select an 
answer regarding accessibility. 
Click Yes if you are using a screen 
reader due to visual impairments or 
you use the computer keyboard 
instead of the mouse due to motor 
impairments. Click No if you do not 
require the accessibility features 

Note: The course version you access 
is virtually identical in content to the 
other version, but will differ in 
presentation to provide optimal 
accessibility.  

33.  Click the first module to begin the 
course.  

Note: The modules can be completed 
in any order, however all modules 
should be reviewed to record a 
successful completion. 

 

34.  Read each screen, and then click 
the Next arrow to proceed to the 
next page. 

Note: The first topic in Module 1 
explains course navigation. It’s a good 
idea to begin here.  

 

35.  Throughout the course, you will 
see Self-Check Questions. Answer 
the question, then click Done to 
receive feedback and continue. 
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36.  As you complete each module, 
you’ll return to the Main Menu. 
Select another module to continue 
the course. 

 

 

37.  At the end of Module 3, you will be 
returned to the main menu. You 
have now completed the content 
for this course. You must, however, 
continue on to the Post 
Assessment to verify you have 
mastered the course. Click Post-
Assessment. 

 

38.  The introductory screen identifies 
that the assessment contains 10 
questions. Click Start. 

 

39.  Answer each question, then click 
Done to receive your feedback. 
You must achieve a score of 70% 
or higher to pass the post 
assessment successfully. 
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40.  If you complete the post 
assessment with a score of 70% or 
higher, you will be presented with a 
screen to print a certificate.  

Important! Please note that while 
we provide instructions here to 
print this certificate, it is NOT the 
official AgLearn certificate. If you 
wish, you can skip to step 42 to 
reach the Main Menu and exit the 
course to print the official 
certificate.  

 

41.  Select the printer to receive your 
course certificate and click Print. 

 

42.  Once your certificate has printed, 
click the Main Menu button.  

 

43.  Click Exit. 

  

44.  Click Yes to exit the course. 
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45.  To print your AgLearn Completion 
Certificate, click the Learning tab, 
and then click Learning History. 

 

46.  Locate your recently completed 
course and click the corresponding 
Print Completion Certificate.  

47.  Wait a few seconds for your 
certificate to appear, and then click 
the Print button to send your 
certificate to the printer.  

 

48.  Select a printer if necessary, then 
click OK to print the certificate. 

 

49.  Close the certificate window.  

 

50.  To verify that you have completed 
all of your requirements, click the 
Learning tab.  

51.  Click Curriculum Status. 

 

52.   
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53.  If you do not see a green check 
mark next to your curriculum, click 
the USDA Civil Rights 2007 
Training link.  

 

54.  In the Item Requirements section, 
look for green stars next to each of 
the curriculum items. Item with no 
green star are not complete. You 
can click the Launch content button 
from here to return to any item. 

 

55.  You’ve now completed your USDA 
Civil Rights Training for 2007. 
Congratulations! 

 

   

 


